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Abstract
TheroleofsecretariesinJapanhasbeenchangingrapidlyduringrecentdecades
andwillcontinuetoevolveinthecomingyears.Thetraditionalroleofthemost
commontypeofentry-levelsecretarysuchastyping,officecalculations,andfil-
ing.Andtraditionalsecretarieshadtohavegoodcommunicationskills.However,
theintroductionofcomputersandtherapidlychangingenvironmentofinforma-
tiontechnologyhaveresultedindramaticchangesintheroleofsecretariesworld-
wide,includinginJapan,overthepasttwodecades.Computer,Internetand
Intranetcommunication,andresearchskillswithsophisticateddocumentprepara-
tion,storage,andretrievalabilitiesalongwithanemphasisonelectronicrecord-
keepingviadatabasesarebecomingcommondutiesofofficepositions.Insome
companies,thetraditionalskillofgoodcommunicationabilityhadbeenincreasing
inimportance,whileatthesametimeotherrolesandskillexpectationshave
arisen.Inparticular,moreadvancedcommunicationskills,theabilitytomake
meetingandconferencearrangements,andofficemanagementskillsarebecoming
moreimportantthantheywereinthepast.Theroleofsecretarial-typepositions
hasbeenandwillcontinuetochange;however,theoccupationofsecretarywillnot
disappearinthenearfuture.
1.Introduction
Somesaythatthesecretary'srolewillendinthenearfuture.In
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1reality,somecompanieshaveabandonedthepostofsecretary,
universitiesandcollegeshavealsodroppedthetrainingofsecrets
l
thoughthetitle'secretary'mightdisappearinthefuture,thesect
typeroleintheofficewillcertainlynotend.Onthecontrary,thee'
expectationsforthesecretarywilllikelyincrease.Manyunivers
introducingsecretarial-likeclassesorcontinuingsuchclassesby
ingthenamesfromonesreferencingsecretarialskillstothose
ingbusinesscommunicationskills.Companiesknowtheimpo
andneedforsecretaries.
Thispaperconsidersthequestion,"whatskillswillthesecre
inthenewage?"Throughanalysisofsimilaritiesanddifferences
JapanandWesternnations,thesecondsectionreviewsthetray
rolesofsecretaries,thethirdanalyzesthechangingrolesofs
andthefourthproposesthenewroleofsecretariesinthenewe
fifthinvestigateswhetherabusinesseducationinthecollegeorF
sityisnecessary.Theconclusionconsidersissuesforthefuture
taries.
R
2.TraditionalSecretaries ち
1"し
a)SecretariesofthePast'!
ロの
SincesomedifferenceshaveexistedbetweenWesterncountri'、阜ロ
tariesandJapanesesecretaries,thissectionexplicatesthosedf"
Inthepast,thedutiesofsecretarieswereveryclear.InWes
tries,theworkdutieswerelimitedandspecific:typing,stenogrs'1,.
Japan,thekindofworkincludedputtingaffairsinorder,orgeri
portofamalesecretaryorsupervisor(usuallymale).And
womenusuallyworkedonlyacoupleofyearsbeforemarriage,
niesdidnotdevelopintoexperiencedskilledsecretaries.Therole{嘲
tarieswasunclear.Unfortunately,tosomepeoplethetitlesecret
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meansayoungwomanwhoonlygetscoffeeorteaforthesupervisor
(Strugatch,2002).AndthatsimplerolestillseemstoexistinJapan.
b)TheChangingRoleofSecretariesinthePast
TheroleofsecretarieshasbeengraduallychanginginJapanoverthe
recentdecades.Onereasonisthatduringthe1970'swhenwomenofthe
'babyboom'generationenteredtheworkforce,theyoftentookjobsthat
hadtraditionallybeenclosedtowomen.Someofthosewhowenttowork
intheofficessoughtwaystoblendthetraditionallysupportivesecretar-
ialrolewiththeirgeneration'semphasisonindividualityandself-
expression.Theconditionandexpectationsofsecretarieshaveexpanded,
andthismightbethe'goldenage'forsecretariesinJapan.
TheWesternliteraturedescribesqualificationstraitsrequiredofsecre-
tariesinthe1970sand1980s:adaptability,cautiousness,cooperativeness,
credibility,diligence,efficiency,empathy,enthusiasm,flexibility,ability
tofollowthrough,goodgrooming,honesty,initiative,loyalty,modesty,
objectivity,poise,politeness,responsibility,responsiveness,stability,
self-control,tactfulness,volition.
Sano(1983)collecteddatafromJapanesecompanies,whichlisted
cheerfulness,goodmanners,goodlanguage,andemotionalstabilityas
importanttraits.ThereseemstobelittledifferencebetweenWestern
countriesandJapan.
Thesequalifications,exceptforcomputerrelatedones,canbegrouped
intothreecategories:goodpresentation,dependability,andefficiency
(Table1).
InJapan,thepresentationgroup(personality,appearance,andinter-
personalskills)seemsmostimportant,whereasinWesterncountriesef-
ficiencyseemsmostimportant.
TounderstandthedifferencesbetweensecretariesinWesterncoun-
triesandthoseinJapan,itisnecessarytoanalyzethesecretarialposition
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intermsofrankandrelationshipwithinthecompanyinbothW
andJapanesebusinessstructures(Table2).
TablelQualificationsforSecretary
Presentationa)Pleasantpersonality(cheerfulness,modesty,resp+
ness)
b)Verbalcommunication(goodlanguage,communi
ability) 」
c)Non-verbalcommunication(goodbearing,good
ners,goodclothing,goodgrooming)
DependabilityDiscretion,caution,emotionalstability,follow-throw
EfficiencyGoodjudgment,tact,initiative,commonsense,under
ingoftheorganizationandpersonal,understanding."
executive'sroleandhis/hermanagementconcept,
standingofthesecretary'srole,experience,goodm
organizationalability 'r
Table2DifferencesbetweenWesternandJapaneseSecretarialPos
Westernsecretary Japanesesecretary
1)Clearchainofauthoritythatisusu-
allylinear.
1)Severaldifferentsupervisrn
givejobtasks.
2)Theworkdutiesareclear.
.
2)Theworkdutiesarenotcis
specializationisnotusually
sary.
3)Employmentconditionsareclear.3)Employmentconditionsarea
4)Salarydependsonabilityandop-
portunitiesexistforadvancement.
4)Thesalaryisthesameforl
ersinsimilarpositions
considerationofability.i
5)Longevityonthejobiscommon.
.
5)P sitionsusuallyheldby
womenwhoworkafewy
thenquittomarry.
?」
?
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Toworkefficiently,theJapanesesecretarymusthavegoodcommuni-
cationskills,soaJapanesesecretarywithhighabilitiesinthisareais
moredesirable.
InWesterncountries,thechainofcommandisusuallylinear,whereas
theJapanesemodelismoreofarelationsgroupsystem(Figurelaand
lb).Thelinearsystemismoreefficient;however,humangoodworking
relationshipsarealsoveryimportantforanefficientworkplace.Inthe
linearsystem,thesecretarymusthavealotofknowledgeandabilitiesin
Executive
!
Secretary
v
Staff
↓
Secretary
FigurelaLinearSupervisorySystem:WesternCountries
Executive
(highposition)secretary staff
secretary
FigurelbGroupSystem:Japan
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manyareasofofficework.TherearemanysecretariesinJapan;
ever,thekindofworktheydoisnotliketraditionalWesterntype
tary.'
Theclassificationsystemforsecretarialjobsisnotsodifferent
tweenthetwocultures.Ingeneral,secretariesarerankedasfolly
CorporateSecretary,AdministrativeAssistant,ExecutiveAssistant,
ministrativeSecretary,ExecutiveSecretary,Secretary(Senior
tary,JuniorSecretary),SecretaryReceptionist.Apartfromthese;
titles,sometimesWordProcessingOperator/Supervisorexists.
Thedifferencebetweentheirrolesandthoseoflow-level'secretariesi
traditionalsecretariesinWesterncountriesisclear.Mostsecretari
Japandonotenjoyhighpositionsandarenotdirectlyinvolvedini
tantjobfunctions.Theselow-levelsecretariesarealmostallfemale.
3.TheChangingRoleofSecretaries
a)Background
Thetraditionalrolesofsecretaries,theirexpectedroles,and
workingposition,asdescribedintheprevioussection,hasbeenundo
ingsignificantchangeduringrecentdecades,especiallyinJapan.'
mostdramaticchangearisesfromtheinfluenceofinformationt
ogy(IT).Withthedevelopmentofcomputertechnology,secre
rolesinusingthemintheofficehavebecomegreater,andthen
manualworkdonebythetraditionalsecretaryhasbecomesmaller.
Abouttwodecadesago,newtechnologybegantoturnofficewor'
sideout.Thecomputerandothernewofficemachinesmadepossibl
managersandprofessionalstohandletheirowncorrespondence,
keeping,andeventelephonecalls.Atthesametime,secretaries
evolvingintoanewbreed:computer-literate,multitasking,self-dire.
executiveassistants.Thus,skyrocketingtechnologyischanging
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secretarialjobtremendously.Ingeneral,supervisorsdonothavead-
vancedcomputersskillsmostsecretarieshave.Secretariescontinueto
helptheirsupervisorsinareassuchasdocumentpreparation,Internet,
ande-mail.However,thistechnologyboomhashadbothgoodandbadef-
fectsforsecretaries.Themosttypicalproblemisareductioninthenum-
berofsecretariesinanofficeassupervisorsdeveloptheirowncomputer
skills.
b)AreSecretariesNeeded?
Secretarialworkincludesavarietyofactivitiesthathelpkeepanoffice
runningsmoothlyandefficiently.Theirdutiesmayincludetypingcorre-
spondence,wordprocessing,editing,sortingmail,answeringtelephones,
takingmessages,managingrecords,scheduling,anddoingbasiccalcula-
tions.Manysecretaries,especiallyinJapan,alsocoordinateofficeproce-
dures,superviseotherofficesupportpersonal,andplanmeetings.
Recently,theuseofcomputerstoorganizedataandstoreinformation
hasbeenaddedassecretarialwork.Computersandcommunicationstech-
nologyhavetakentheplaceoftypingandshorthandastheskillsof
choicefortoday'ssecretary.
Thespreadinguseofcomputershasgraduallychangedtheneedfor
secretaries.Manysupervisorscanusecomputerswellenoughtomanage
withouttraditionalpersonalsecretaries.Worldrecessionhasaccelerated
thistrendtowardareductioninsecretarialpositions.Somecompanies
haveabolishedthepositionofsecretaries.Aboveall,computershave
madeiteasytocommunicateeffectivelywithbothcolleaguesandclients.
Thebasicattributesofagoodsecretaryhaveremainedthesamedur-
ingthesedecadesofchange.Theyareindividualswhopossessamastery
ofofficeskills,demonstratetheabilitytoassumeresponsibilitywithout
directsupervision,exerciseinitiativeandjudgment,andmakedecisions
withinthescopeofassignedauthority.Thewidespreaduseofcomputers
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hasmadeitpossibleformanagersandstaff(notsecretaries)toco　
nicatedirectlyandeasilywithoutsecretaries,andthisreducesthe
forappointmentsormeetings.Arrangingandmanagingskillsfor
taries(amongadministrativestaff)arebecomingmoreimportant.
thesestaffmembersareoftenthefirstpeopletointerfacewithprt
tiveclients,jobcandidates,investorsandotherpartieswhocan
majorimpactonthecompany'ssuccess.Internally,supportprofe
als,especiallysuperiors,frequentlycommunicatecross-departmen
andwithseniorexecutives.Thesefactorsmakestronginterpe
skillscritical,especiallyforthereceptionist,executiveassistant,a
trativeassistant,andcustomerservicerepresentativepositions.Ca
niesmoreandmoreseekflexibility,awillingnesstolearn,proi
solvingskills,andaproactive,positiveattitude.Inaddition,sub
staffswithgeneralbusinessknowledgearehighlymarketable.S
ies,whohaveagoodabilityandwillingnesstoadapttochange,
i
andwillnotlosetheirpositions.
・」
4.TheNewSecretary
Thewidespreadandeverincreasinguseofcomputersalongwi
growingimprovementsincommunicationsystemsmeanthatever
dealingwithanincreasingvolumeofinformation.Inthisnew
I
supportofsecretariesasthenewadministrativeassistantsisinch
ratherthandecreasingbecausenoonesupervisorcanalonem
delugeofinformation.Secretarialworkwillcontinuetobecomem
ficultandcomplex,requiringconstantimprovementsincommtm
andtechnologyskillsastimelinesfordifferentaspectsofofficejコ
tionworkbecomeevershorter.TheIAAP(lnternationalAssoc
I
AdministrativeProfessionals)presentsthe21stcenturyadmin
assistantasapersonalwithwide-ranging,complexduties(Sep'
1
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and3b).
Suchskillsareimportantonesinanadministrativeassistant(secre-
tary)althoughsupervisors/executiveshavesuchskillsalso.Thesecre-
tarydoesnotandshouldnotplaythesameroleasthatofthesupervisor.
Secretariesshouldalsodogeneralwork.Theirjobsarenotlimitedto
makingdocuments.Secretariesshouldcollectinformationandmanageit
byselectingwhatinformationneedstobeconveyedtothesupervisor.
Ofcoursemanyindividualsarehighlyskilledincomputerprograms,
andtheseworkersareimportanteventhoughsupervisorsandexecutives
can,ingeneral,usecomputersmorethanever.Competentsuperiorscan
domuchoftheirowncomputer-relatedworkinsteadofsecretaries:for
example,writingdocumentsandmanagementoftheirappointmentsand
schedules.
Table3a21stCenturyAdministrativeAssistantJobDuties
Projectmanagement
Integratedcomputersoftwareapplications
Organizationandscheduling
Internet,Intranetcommunicationsandresearch
Documentpreparation,storage,andretrieval,withemphasisonelectronicre-
cord-keeping
Customerserviceandpublicrelations
Table3bTypicalWorkDay
Developaproductionreportusingspreadsheetsoftware
Preparecharts,slides,andhandoutsforamanagementpresentation
Communicateviaphone,fax,ore-mailwithclientsallovertheworld
ResearchatopicontheInternet
Coordinateavideoconference
ScheduleanairlineflightandpurchaseticketsovertheInternet
Superviseandtrainacoworker
Representmanagementatameeting
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?Alongwithnewskills,thoseinsecretarial-typepositionshave
todevelopspecializationsandtofindthatmoreworkinsomeof
specializedareascanbedoneathomeratherthanintheoffice.W
homewillbedoneinareassuchasInternetresearch,a-mail,web
ment,graphics,travelarrangements,meetingplanning,andbo
ingorpurchasing,whichsecretariesintheofficehavebeendoing
longtime.AvirtualsecretaryorassistantcanmakePowerPoint
tations,writedocumentsinWord,createExcelspreadsheets,and
projectsathome.Forexample,intheUS,alotofwomenalrea
skillstheylearnedinofficestoworkathome(Litchfield,2002).B
inguseoftheSOHO(SmallOfficeHomeOffice)insteadofhiring
taries,companiesdonothavetopayovertimeorbenefits,andthI.
muchcheapertousesuchasystem.Suchworkneednotbelimited.
office.
Althoughallsecretariesmusthavewell-developedcomputersly
theUSandotherWesterncountries,highlyspecializedassistant
indifferentareassuchasdocumentproduction,databasemanage
andtheotherfieldslistedabove.Higher-leveladministrativeassist
Westernnationsnowtendtoworkmoreindependentlythanever
handleawiderrangeofinformation-relatedtasks,andhandlemoil
agement-levelresponsibilities(Dixonetal.,2002).InJapan,
low-levelsecretariesusuallyarenotsospecialized,buttheystill
I
morehighlyskilledthantheirsupervisorsarecomputerpr
Moreover,inJapan,thesysteminvolvingsupervisionofsecret-
generaldecision-makingismorecomplex.r
Ascompetitionbetweencompaniesincreasesworldwide,the
effectiveofficesystemsincreases.Accordingtotheeconomict
イ
comparativeadvantages,topmanagersandexecutivesmustconk
onthedecision-makingprocess.Thusmanagersneedevermor
administrativeassistantstohandlearrangementsandtakeover
:
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thebasicinternalmanagementoftheoffice'`.Insum,thesecretary,inthe
newtitleofadministrativeassistant,isstillnecessary,andadditionally,
specialtypositionsfocusedonhighlyadvancedcomputerskillsare
important".TheseneedsarecommontobothJapanandWesternnations.
Inthenewera,administrativeassistantsshallactastrustedagentsin
professionalrelations,implementingresponsibilitiesinthemostcompe-
tentmannerandexercisingknowledgeandskilltopromotetheinterests
oftheimmediateandcorporateemployer.However,'soft'skillsaremuch
moredifficulttodevelopthantechnicalskills.
Old-typeetiquettesuchaspropergrooming,phonemanners,hand-
shakingtechniques,andtheabilitytointroduceexecutivesintheproper
manneraresometimeshighlyuseful.AlthoughthetraditionalJapanese
officeattireofdress,heels,andhosemayinsomeinstancesbegivingway
toamorecasualmodeofappearance,mostsecretariesinJapanstilldress
inthetraditionalway.Secretarialeducationisalsostillimportantin
Japan.Thepropermannersandgoodinterpersonalcommunicationskills
thatareembodiesinthetraditionalJapanesesecretaryareimportantall
overtheworld,andsotheeducationalopportunitiesneededtodevelop
theseattributesshouldnotbelost.
5.SecretariesEducation
Administrativeassistantsinmanycountries,exceptJapan,areat
leasthighschoolgraduates.Manyemployersprefertohireindividuals
whohaveearnedabachelor'sdegreeoracertificatefromabusiness
school,college,oruniversity.Abachelor'sinliberalarts(BA)degreeis
consideredagoodbackgroundforadministrativeassistants.TheBAedu-
cationcoversavarietyofskillsthattranscendanyoneparticularjob.
Liberalartsmajorsarerequiredtotakeoneormoreforeignlanguage,
literature,writing,speech,mathematics,basicscience,andsoon.These
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areallvaluablecoursesfortoday'smarketplace,andaliberalarts
ateisperceivedasbeingwell-rounded.Thosewhowishtoadvanceina
ministrativepositionsshouldmajorinsubjectssuchaslanguage.
accounting,businessadministration,officemanagement,andbush
law,aswellasensurethattheygaintyping,computersoftware,and
ficetechnologyskillsduringtheirhighereducation(Heitman,2002}1
dividualswiththesebroad-rangingskillswillbeneededmoreandmop
thefuture.
Thefieldofsecretarialeducationhasundergonemajorchanges
1990saslocalbusinessschoolshavechangedwiththetimes(Dixon
2002).Theystoppedteachingshorthandmorethantenyearsago;,
keyboardingreplacedtypingaround1997.Forexample,schoolsgot
electronictypewritersandwenttowordprocessors,thentoperk
computersandbegantraininginspecificsoftwaresuchasMi
Word,Excel,andAccess.Allofthesethingsallowtheirgraduates
sumemoreresponsibilityonthejob.
Inmanycountries,includingJapan,fewercollegesorunivers
providingfour-yearsecretarialdegrees.However,secretaryroles:
panding.Alotofexecutivesneedtheirsecretariestohavem
l
skillsaswellastraditionalskills.Therefore,business-focusedpry
thatteachskillssuchasnegotiation,delegation,budgeting,prqj繭
agement,andsupervisionarebecomingthepreferredavenues　q
tariesseekingadvancedcoursework..s
CurrentsecretarialoPPortunitiesareexcellent,especially'馳
Theworkisquitevariable,roomforimaginationandorigins
videsopportunitiestogetintouchwithimportantinformation
sions,andhaspossibilitiesforgainingotherskillswithina
aftercollegegraduation.InJapan,thepopularityofsecretarial
ishighamongcollegeoruniversitystudents.
Secretarialpositionshavealsonegativeaspects.Secre
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mustdoaparticularjobexactlyastheirsupervisordirectsevenifthesec-
retaryhasdifferentideasaboutthebestormostefficientwaytoaccom-
plishthetask.Thescopeandextentofthejobdutiesarenotalwayswell
defined,andsecretariesoftendonotgetrecognitionfortherolesthey
playintheoverallsmoothfunctioningofthecompany.Workhourstend
tobelongwithlittleopportunitytoconnectwithco-workersofthesecre-
tary'sowngeneration.Ifaparticularsupervisorisdifficulttogetalong
withornotexcellentathisorherjob,theworkingrelationshipsuffers.
Sexdiscriminationagainstwomenstillpreventsthemfromhaving
enoughopportunitiesforadvancementwithinthecompanyiftheybegin
inlow-levelsecretarialpositions.Yettheworkdonebysecretariesis
worthdoingandhasmuchtooffertheyoungpersonintermsofdevelop-
ingskillsandgoodpersonalcommunicationabilitiesduringtheearly
yearsofacareer.
Conclusion
AlthoughthetraditionalJapanesepositionoflow-level,youngwomen
secretarieshasbeenchanginginpastdecades,muchmoreneedstobe
donesothatthoseinsecretarialpositionsdevelopadvancedskillsand
havetheireffortsrewardedbyincreasedjobresponsibilities.Atpresent,
individualswhobeginworkinginthesecretarialfieldaswordprocessors
orreceptionistsdooftenadvancetomoreskilledpositionswithinthead-
ministrativestafflineofjobs,andsomeadvancetomanagerialpositions.
Inaddition,specializedareasofadministrativefunctioningsuchasper-
sonnel,accounting,andadvertisingneedhighlyqualifiedpersonssuchas
secretarieswithalotofexperience.Whenhighlyqualifiedsecretaries
moveintomorespecializedjobs,theybringawealthofknowledgeand
experiencesthatcanimprovetheoverallfunctioningoftheirnewareas.
Bylookingtoconstantlyexpandtheirjobdutiesanddevelopnewskills,
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1secretariescanrealizethedreamofgettingbetterjobs.Suchopport
tiesareincreasingrapidlyinJapan.
Sociologistssometimessaythatlanguageabilityinwomenis
thanthatinmen.Languageabilityisveryimportantforsecretar
Apartfromthis,adjustmentability,tolerance,andintuitionarei1噸
tant.Usingtheseabilitieswillexpandthejobopportunitiesforword
Thiswillbegoodnotonlyfortheindividualbutalsoforsociety
whole.Ofcoursesuchabilitiesarenotlimitedtowomen,andsecret
jobsshouldnotbelimitedtowomen.Infact,therearealotofmaleset
secretariesinJapanasnotedearlier.
TheIAAPsaysthatthesecretary'stitleischangingtoonessuc
AdministrativeAssistant,OfficeCoordinator,ExecutiveAssistant;
ordinatorofSupportServices,OfficeSupervisor,AdministrativeC
nator,ComputerAssistant,AdministrativeOfficer,AssistantAttar
ExecutiveAssociate,andAdministrativeSupportSpecialist.Ho
theneedforsupportstafftoassisthigh-leveladministrativestaff
efficientlyisnotandwillnotchangeanytimesoon.Companiescop鵡
toexpectadministrativestafftotakeonaneverwideningranged
sponsibilitiesandarepayingapremiumforcandidateswhocan
task.
t
Notes
1)Historically,untilthesecondhalfofthe20thcentury,secretarieswet
allyeducatedmenwhotookdictationasscribesandoftentimesaC
trustedadvisors. 】
2)AccordingtotheU.S.BureauofLaborStatistics,nearly99percentofd
tariesandadministrativeassistantsarestillwomen.InJapan,the
isonly75percent,apparentlylowerthanthatinWesterncountries.
teresting,however,thatusuallythedistinctionbetweenmen'sand
workinJapanesecorporationsisstrongerthanitisinWesterncou
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Forexample,janitorialjobsarestillfilledprimarilybywomeninJapan.
3)In1998,theinternationalorganizationrepresentingtheprofessionchanged
itsnamefromProfessionalSecretariesInternationaltotheInternational
AssociationofAdministrativeProfessionals,andin2000NationalSecretar-
iesWeekbecameAdministrativeProfessionalsWeek.AdministrativePro-
fessionalsDayalsohaditsnamechangedfromSecretariesDayin2000.
4)NumberofspecializedsecretarialpositionsisincreasinginWesterncoun-
tries.MedicalSecretary,LegalSecretary,BilingualSecretaryarethreeex-
amples.ThistrendwilllikelybecomepopularinJapan.
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